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Preface

Inquisite is an enterprise solution designed specifically for non-technical users to create surveys on the desktop
and deploy them to the web. The Inquisite Reporting Plug-In for Microsoft Office makes the task of analyzing
survey results easier. With the Reporting Plug-In, you can use Inquisite survey data to build custom reports in
Excel and PowerPoint, retaining control over the appearance of your report. Because the survey data is “live” in
the Excel and PowerPoint files, you can easily refresh the reports without having to recreate them. Simplifying
the process of survey analysis contributes to more effective collaboration, helping all team members make better
decisions.

This guide introduces the Reporting Plug-In and describes how to install the product. You will also learn how to
generate and refresh reports and create custom chart templates to apply to your reports.

Support

For technical help, contact Customer Support during business hours Monday through Friday 8:00 AM—5:00 PM
(CST).

support@inquisite.com

512.328.2943
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1 Introduction

Inquisite is an enterprise-level survey solution that lets organizations manage the entire survey process, from
building and publishing the survey to analyzing survey results. With intuitive tools, Inquisite simplifies the tasks
associated with running surveys. Simplified creation, deployment and analysis all promote business alignment
through collaboration and the sharing of critical data.

The Inquisite Reporting Plug-In offers a powerful tool for analyzing survey data. With the Reporting Plug-In, you
can build sophisticated and custom reports in Excel and PowerPoint and easily refresh the reports with new
Inquisite data as often as needed. The Reporting Plug-In uses a wizard to guide users through the process of
building the report.

The following options are available through the Reporting wizard:

= Create a new report workbook or presentation. Creates an Excel workbook with multiple worksheets or
creates a PowerPoint presentation with one or multiple charts.

When you create a new report workbook, you can filter on responses and dates and summarize the
relationship between questions by selecting cross-tabulation questions. Other options include adding
trending; collecting count and percent and descriptive statistics; summarizing ranking; creating pie graphs
and bar charts; and displaying text and numeric responses.

= Refresh an existing report workbook or presentation. Updates an existing report or chart with new
survey data. When you refresh an existing report, you can apply updated filter criteria (a different date
range, for example) to adjust the report data that is displayed.

= Import unformatted data. Imports unformatted data into an Excel spreadsheet. You can specify filtering
criteria when you choose this option.

For users who are upgrading the Builder, you will still have all of the standard online report capabilities when you
install the Reporting Plug-In.

For more information about other components in the Inquisite suite of products, visit Inquisite’s web site at
inquisite.com

Benefits and key features

Convenience and ease of use. Because the Reporting wizard operates in the familiar and widely available
environment of Excel and PowerPoint, users have a shorter learning curve. No programming experience is
required to use the Reporting wizard.

Speed and productivity. The wizard approach makes creating multiple reports in a limited time period
uncomplicated—no cutting and pasting required. Reports are created with live data that can be refreshed
through the wizard without having to recreate the format of the report.

Collaboration. Because the Reporting Plug-In is a standalone tool, analysts do not need to have an
understanding of the Inquisite software to be able to use the Reporting wizard. Analysts can use the Reporting
wizard to analyze survey data without being survey administrators. This promotes shared information throughout
the organization.

Visibility and actionable information. For each survey, the Reporting wizard creates multiple Excel worksheets
(also called reports) in one report workbook and includes a table of contents at the front of the workbook.
Collecting survey data in one spot eliminates the need for running several reports and combining the reports
manually.
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Flexibility and control. Customized reports show only the information you want, the way you want it. Survey
data can be filtered by date or by user-defined rules created for questions and answers. Cross-tabulation reports
offer formatting, statistical and summary data options.

Insight into customer and employee feedback. With cross-tabulation reports, you have an unlimited ability to
segment data with an unlimited number of banner points. Filter options allow you to show the exact data you
want to see.

Unicode. Because the Reporting wizard uses Unicode to chart and report all survey data, you can use the tool
for surveys in most languages.
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2 Installing the Inquisite Reporting Plug-In

Follow the steps in this chapter to install the Reporting Plug-In on a supported Windows machine.

System Requirements

This section explains the requirements for successfully installing the Reporting Plug-In.

Inquisite server requirements

Before installing the Reporting Plug-In, all of the Inquisite server components must be installed and configured.
The Reporting Plug-In requires that the Inquisite system is at version 7.5.

Operating system requirements

The Reporting Plug-In is supported on the following operating systems:

=  Windows 2000 Professional with Service Pack 3 or higher and Internet Explorer 5.5 or higher
=  Windows XP Professional

.NET requirements

If the following components are not yet installed on your machine, the Setup program for the Reporting Plug-In
automatically installs them. An internet connection is required for Setup to download these components.

= .NET Framework 2.0 Redistributable Package
=  Shared Add-in Extensibility Update for Microsoft .NET Framework 2.0
=  Shared Add-in Support Update for Microsoft .NET Framework 2.0

Supported tools
The Reporting wizard will run on the following versions of Excel and PowerPoint:
= Microsoft Office 2000

=  Microsoft Office XP
= Microsoft Office 2003
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Installation

You will install the Reporting Plug-In in one of two ways, depending on how you use it. If you create surveys with
the Survey Builder, you can optionally install the Reporting Plug-In at the same time that you upgrade the Survey
Builder. Installing the Reporting Plug-In as part of a Survey Builder upgrade gives you access to all of Inquisite’s
tools, including the Survey Builder and online survey administration and reporting tools.

If you are an analyst and use the Reporting Plug-In as a standalone product, you will install it alone. Installing a
standalone version of the Reporting Plug-In gives you access also to Inquisite’s online survey reporting tool.

For installed customers: Ensure that the Inquisite server components are installed and configured before
installing the Reporting Plug-In. For Inquisite 7.5 installation information, see the Inquisite 7.5 Installation Guide.

Note: If you are upgrading a previous version of Inquisite to Inquisite 7.5, your survey files—files with the .iqs
extension—are located in the previous version’s directory. To use these survey files with the upgrade, the survey
files must be in the same directory as the software. Instead of moving the survey files, consider saving the
upgraded Inquisite version into the previous version’s directory at upgrade time.

Installing the Reporting Plug-In

Depending on your role, install the Reporting Plug-In in one of the following ways:

= Users install the Reporting Plug-In at Survey Builder upgrade time. The Reporting Plug-In is an optional
installation during the download.

= Analysts install the Reporting Plug-In as a standalone product. Browse to the designated URL and click
Download Reporting Plug-In.

To continue with the installation process, follow these steps:

1 You are prompted to begin the Reporting Plug-In installation.

Setup l

@ ill(luisit() xzazlg::ldme to the Inquisite 7.5 Installation

Thiz wizard will install the Inquisite M5 Office Reporting Plug-in
on your computer. To continue, click Mext.

WARMING: Thiz program is protected by copyright law and
international reaties.

Mest > Lancel

Click Next.
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2 Setup prompts you to select an installation directory.

Setup W|

Install Location

Please select an install folder. @ iani Site.

web survey system

Ir the field below, specify the directony on your computer in which
you would like to install Inquisite. Click the 'Next' button to
cohtinue.

Installation Directory:

C:\Program Fileshinguizite 75% Browsze...

< Back

LCancel

Do one of the following:
=  To accept the default location, click Next.
=  To choose a different location, click Browse to locate the folder and then Next.

3 Setup prompts you to confirm the installation folder.

Setup &|

FReady to Install

The Setup wizard iz ready to begin installation. @ lnqulslte

web survey system

“Y'ou are now ready to begin the installation. Please review the
inztallation parameters below, then click the Text’ button to start.

Install directony: C:A\Program Fileshinguisite75%
Frogram Options:

Inquizite Base Components

Inquizite Reparting Plug-in

LCancel |

To accept the location of the installed files, click Next.

4  Setup displays the Ready to install the Reporting Plug-In screen when all of the base components are
installed. Click Next. (If you are installing the Builder only, click Finish.)

5 As part of the installation process, Setup checks for the correct version of the .NET Framework and all of its

components. If the .NET Framework on your system needs to be upgraded, you will be prompted to accept
the upgrade. Click Install.

If your system does not have all of the.NET components required for Inquisite to operate with the Microsoft
Office tools, you will be prompted to install them. Click Install.
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7  Setup displays progress of the installation and prompts you when the installation is complete.

i Inquisite Reporting Plug-in

Installation Complete

Inquizite Reporting Flug-in has been successfully installed.

Click "Cloze™ to exit.

Please uge Windows Update to check for any critical updates to the MET Framework.

Click Close.
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3 Using the Reporting Wizard

The Reporting wizard lets you create Excel report workbooks and PowerPoint presentations that contain live
Inquisite survey data. The multiple reports in Excel are all collected in one Excel report workbook. This Excel
workbook includes a table of contents that links to the various reports in the workbook. The charting options
available from within Excel are also available to use in new or existing PowerPoint presentations.

This chapter describes some of the procedures you will use when you are working with the Reporting Plug-In,
including:

Creating a new report workbook in Excel on page 16

Refreshing an existing Excel report workbook on page 30

Importing survey data into a new Excel report workbook on page 33
Creating a new presentation in PowerPoint on page 36

Adding charts to an existing PowerPoint presentation on page 44
Updating a PowerPoint presentation with new survey data on page 49
Creating a chart template (.xlt file) in Excel on page 51

Creating a master slide template (.pot file) in PowerPoint on page 51

Applying a custom template on page 51
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When you create a new report workbook in Excel, you can customize your reports in multiple ways. The following
table summarizes display options for a new report workbook in Excel.

QUESTION TYPE

All question
types

USER-SPECIFIED OPTIONS

Filtering by:

= Survey questions: include as many or as few questions from the
selected survey.

= Response state: answered, incomplete and abandoned.

= Option to exclude unanswered questions

= Date

= Response

REPORT OUTPUT

Defines entire data set
for all of the reports in
the report workbook.

Single-select
and

Cross tabulation of two or more questions. Selecting cross-
tabulation questions creates a table that describes the distribution of

Cross-tabulation report

multi-select two or more questions simultaneously.
Trending of survey responses over one or more time periods you Cross-tabulation report
select. with trending
Frequency distribution data: Cross-tabulation report
= Counts
= Percents
= Top and bottom boxes
Statistical measurements, with the option to exclude answers with | Cross-tabulation report
zero weights:
= Mean
* Median Frequency distribution
= Standard deviation report
Frequency distribution charts sorted in: Frequency distribution
= Original display order charts in a report
= Ascending order
= Descending order
Custom chart or slide templates. Apply a template to both single-  Excel (or PowerPoint)
select and multi-select questions. Or you can use one template for charts with a custom
single-select questions and a different template for multi-select look and feel
guestions.

Rank Frequency distribution data. By default, the Reporting wizard Ranking questions

collects:
= Counts

= Percents

report

Open numeric

Statistical measurements. The Reporting wizard automatically
collects these measures:

= Minimum

= Maximum

= Mean

= Median

= Mode

14 Inquisite Reporting Plug-In
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QUESTION TYPE USER-SPECIFIED OPTIONS REPORT OUTPUT

Open text Listing of open text responses. The Reporting wizard Open-ended text
automatically collects all open-ended text responses and displays responses report
them on a separate worksheet. Open-ended text responses include:
= Memo (paragraph)

= Text

= Other (specify)
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Creating a new report workbook in Excel
To create a new Excel report workbook with multiple worksheets (also called reports), complete these steps:

1 Open Excel.

You will see the Inquisite Reports button on the Excel toolbar.

B Microsoft Excel - Book1

i) Fle  Edit Vew Insert Format~Iooks Data  RoboPDF  Window  Help Type aquestion forhelp = o & X

P05 A (& | ) - | @ nauisits Reports Egmial -0 -|B I O|E=S=|5-A-0
Al - A
Al 8 [ ¢ T o T E T F T & [ H T [ | K m
1 |
EN
Ed
5 ¥
W 4 » v\ Sheetl {Sheetz { Sheet3 / i i B ‘ 5|
Ready

2 To launch the Reporting wizard, click Inquisite Reports.
3 The Welcome to the Inquisite Reporting Plug-In screen is displayed.

Welcome to the Inquisite Reporting Plug-In @@i

Log in to access Inquisite Reports

E-Mail: |_ i

Password: | i

1
Server: I preview inquisiteasp,com b ll

Save Password

Log In ] [ Cancel

Enter your e-mail address and password.

Depending on your environment, you may see multiple Inquisite servers in the Server dropdown list. Select
the appropriate server. If your environment includes only one Inquisite server, you will not see the Server
dropdown list.

When you have provided all of the correct login information, click Log In. This action initiates a session with
the Inquisite server.
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4

5

The Choose a reporting option screen is displayed.

Choose a reporting option @ﬂ?i

What would you like to do?

(%) Create a new report workbook

Create an Excel workbook organized with a Table of Contents, Depending on which questions
wou select to include in your report workbook, the plug-in can generate the Following:

Multi-select and single-select questions: advanced cross-tabs andfor Frequency

® distribution charts

® Rank questions: counts and percents

* (Jpen numetic questions: descriptive statistics

Text and paragraph questions: a datashest containing open ended responses

(O Refresh my report workbook with the latest data from the server
Requires an Inquisite workbook to be open in Excel

Redefine filker parameters

() Import raw data from a survey into a new Excel workbook (no formatting options)

[ < Back ][ Mext = ][ Cancel ]

Click Create a new report workbook (if it is not already selected) and then Next.

The Select an Inquisite survey screen is displayed. Select a survey from the dropdown list.

Inquisite Reports
Select an Inquisite survey @fﬂ\i

Select an existing Inquisite survey to use for your report workbook

Select the survey questions to include in your report workbook
Preview Survey Select all [/ Mone

[[] show question tags

< Back ][ Mext = ][ Cancel
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6

Survey questions from the selected survey are displayed. Select the survey questions to include in your
report workbook. You can click All or select individual questions.

Inquisite Reports
Select an Inquisite survey @ro\i

Select an existing Inguisite survey to use for your report workbook

Select the survey questions to include in your report workbook

Preview Survey Select all | Mone
| [C1[single] How long aga was your last inguiry with our company? ~ '

[CI{rank] wehich af the Following is your preferred method of contacting us? Rank 1-4 in consecuti,
[ [multi] ¥hat types of inquiries have you contacted us For in the past? Please select all that app
[C[single] Did the custamer service staff resalve your problem ta your satisfaction?
[(1[single] How would you prefer to be contacted?

# [][Table] Ability ta resolve in a single contact

[J[Table] Accuracy of information

[C][Table] Courtesy of those you spoke with

| & [T1rTable] Genuine concern v
& B |
[] Shaw question tags

P D

To see the survey itself, click the Preview Survey link above the questions. If your survey uses question
tags and you want to see these displayed next to the questions in this screen, click Show question tags.

Any questions that were deleted from the survey after the survey was published and activated are displayed
in the list with gray shading and noted with [deleted] before the question.

When you have selected all of the questions you want to include in the Excel report workbook, click Next.

The survey questions you select determine which report options the Reporting wizard makes available.
Depending on the survey questions you select, you may not see all of the reporting options. For example, if
you do not select any single-select or multi-select questions to include in the report, you will not see options
for creating a cross-tabulation report or a chart.

Note: If your survey has over 10,000 respondents and you have included text questions in your report,
processing time may increase substantially. To reduce processing time, consider filtering by date range or
response criteria. For information about filtering, see step 7.
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7

The Select filtering options screen is displayed. Use this screen to define the entire data set for the Excel

report workbook.

Inquisite Reports

Select filtering options

Select one or more filtering options to define what your entire data set for the report
workbook will include

Response States
Include completed responses
[ Include incomplete respanses

[ Include abandoned respanses

Unanswered Questions

Exclude unanswered questions

Filtering Criteria

[C]Filker data by date range or response criteria

‘Wwhen checked, the Inquisite Reporting Wizard lets yvou specify the date range and/or response
criteria

[ < Back ][ Mext = H Cancel

]

Response States refers to the state of the entire survey and includes these options:

= Include completed responses specifies surveys that have been submitted.

= Include incomplete responses specifies in-progress surveys that have been saved but have not been

submitted.

= Include abandoned responses specifies in-progress surveys that have timed out and not been

submitted. See also the glossary entry for abandoned response.

Unanswered Questions included in your data set may skew the survey results. For example, if your pool of
respondents totals 10 and three respondents give the same answer but one person does not answer the
question, the result for that answer should be 33% (3/9), not 30% (3/10). To exclude unanswered questions
from the report, ensure that Exclude unanswered questions is checked.

Filtering Criteria lets you specify additional filters. To filter by dates or
range or response criteria and then Next.

responses, click Filter by date

If you do not want to filter by date or response, ensure that Filter by date range or response criteria is

unchecked. Click Next and skip to step 9.
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8

If you checked Filter by date range or response criteria, the Select filtering criteria screen is displayed.

Inquisite Reports

Select filtering criteria %{O\i

Date Filkering

[ Filker responses by date From: [11) a{2005 | g | 4125 2005 |

Response Filkering

CQueskion: | v|
Response: | - || " |
[ Remove Al ] [ Add Rule ]

Cuestion Response

[ < Back ][ Mext = ][ Cancel ]

Date Filtering restricts the survey data collected by a date range you specify. To select a date range from
which to build the report, click Filter responses by date and select the From and To dates.

Response Filtering also narrows the scope of the report. For example, you can filter on demographic
questions to answer a request, such as: “Show only the responses of people in Department XYZ.” Use rules
to accomplish this.

Note: Response filtering is not available for rank questions.

Question displays a list of all the questions in your survey. Select the question for which you want to add a
filtering rule. For example, to see only the response from people in Department XYZ, select the question in
which respondents indicated their department.

Response displays an operator (such as is equal to or contains) in the first dropdown list. The second box
displays options appropriate to the question type. For single-select and multi-select questions, this box
displays the available answers to the question. For text and numeric questions, the box is blank for you to
enter the desired value.

Use the Question and Response fields in combination to build a new rule. Consider an example to meet
the following criterion: show only the answers from respondents who, when asked Employee Status, their
answer was equal to hourly. In the Question dropdown list, select Employee Status. In the first Response
dropdown list, select is equal to. In the second Response dropdown list, select hourly.

Clicking Add Rule adds the filter rule you constructed with the Question and Response fields.

To narrow the scope of the report further, create two or more filter rules. With two (or more) filter rules
specified, the Reporting wizard uses the Boolean AND and OR operators to define the survey data that is
returned to the report.

If you construct two rules for two separate questions, the Reporting wizard uses the Boolean AND operator
to return survey data that fulfills both of the requests. That is, only the answers that fulfill both of the rules
are returned to the report.

If you construct two or more rules for the same question, the Reporting wizard uses the Boolean OR
operator to return survey data that fulfills either of the requests.
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In the following example, three rules are added, two rules for the same question (How long ago was your
last inquiry with the company?) and one rule for a separate question (Based on your experience, do
you expect to increase use?). With these filters set, the Reporting wizard will return responses from the
following respondents:

= Respondents who made an inquiry less than a month ago and who intend to increase their use.
= Respondents who made an inquiry one to two months ago and who intend to increase their use.

Select filtering criteria @(3\1

Date Filkering

[ Filter responses by date Erbns i 11/ 92008 | 55 H155 {2008 |

Response Filkering

Question: i[single] Based on your experience, do you expect to: R |

Fa |
Response: |is equal ko v iIIncrease use o |

Remove Al ] [ Add Rule ]

Cuestion

Response

[single] How long ago was ... [EREs0E R | Under 1 month X
[single] How long ago was ... |is equal to 1 0 2 months X
[single] Based on vour exp... |is equal ta | Increase use X

[ < Back ][ Mext = ][ Cancel

When you are finished constructing report filters, click Next.

The Select questions for your cross-tabulation report screen is displayed. To show the joint distribution
of two or more questions at the same time, use a cross-tabulation report.

If you do not want to create a cross-tabulation report, uncheck the | would like to generate a cross-
tabulation report... box and click Next. Then, skip to step 12. If you choose not to create a cross-tabulation
report, you are still able to define a frequency distribution report. See step 12.

Inquisite Reports

Select questions for your cross-tabulation report @(3\1

A cross babulation shows the joint distribution and frequency of two or more questions at the same time.,
The questions you select will segment your survey data in the cross kabluation report

[¥] 1 would like to generate a cross tabulation report by selecting one or more cross tabulation
questions or specifying time series to be used for trending analysis

Select the cross-tabulation questions to include in your report workbook

Preview Survey Select all |/ Mone
[[single] How long ago was wour last inguiry with our company? ~

[ [multi] what types of inquiries have you contacted us For in the past? Please select all that app 3
[[single] Did the custamer service staff resolve your problem ko your satisfaction?
[ [single] How would vou prefer to be contacted?
® [][Table] Ability ta resolve in a single contact
# [][Table] Accuracy of infarmation
& [][Table] Courtesy of those you spoke with T
& [][Table] Genuine concern

[T single] Based on vour experience, do you expect ko b
h.S |

< Back ][ Mext = ][ Cancel
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10

Select the survey questions to include as cross-tabulation questions. These questions will segment your
survey data in the Excel cross-tabulation report. To see the survey itself, click Preview Survey.

The following example displays a cross-tabulation report. In this section of the report, the responses to the
question What types of inquiries have you contacted us for in the past are segmented by the responses
to the question How long ago was your last inquiry with our company.

B3 Microsoft Excel - phone-filter
] Ble Edit View Insert Format  Toos  Data  RoboPDF Window  Help

0 S (3] ]9 | © nqusterepois [ ara -0 ~|B 7 u| Bl G A
Repart2 = f
| IEE] A [ B8 1d ] = I F T i T C] =
TS ~
35 How long ago was your last inquiry with our compang?

What types of inquiries
have you contacted us
for in the past? Please

|_38 | seleet all that apply. Totals | Underimonth  1-2months 3 Emonths 7 12months __ Over1year _ [Mot Answered
[ 37 | OBtais cument batance 116 5 5 3 13 7 3
|28 oo 6% 9% 6634 562 iy 43
3
40 Increase credit fimit 1M = 27 3 16 5 5
41 £2r B Bt 5ix £03 48 38 T
IEH
43|  Becrease credit it 101 &0 30 30 14 7 []
BT fE B 53% 59% 525 12 54% 03
Jeso |
4 07 20 23 ] 7 7 1
ap | hense of adiress (47 o, 537 573 57 523 543 14
BT
4 115 13 3 a7 13 7 5 T
&0 GHher {8 o, 50% 55 4% 58 541 B
51
| 52 <] 2 & 2 2 1 [
53 ot Answered] (@ 53 12 3% 6 e o3
| 54
I= 55 | Totals (Respondents) 200 7] 51 53 33 ] 7
58 1005 100 100z 1005 10034 100z 1003
57
58 Mean 239 286 306 238 204 306 200
53 Median 300 200 300 3,00 200 200 200
| 80 Standard Deviation 144 143 139 145 143 145 17t
.—m v
M4 » Wl TableOfContents2 4 InguisiteFrequencyDistChart2 % XTabReport2 , | < | >
Ready

Note: Avoid selecting all survey questions to serve as cross-tabulation questions. The resulting report may
be too wide for practical analysis. Also, Excel’'s column number limitation (256) may prevent the report from
being created.

When you have selected all of the questions you want to use in your cross-tabulation report, click Next.

The Select trending options screen is displayed.

Select trending options @ﬁ‘i

Select one or more time periods that will appear as banner points in the columns of the report, Up to
16 time periods may be selected

Carmmon Time Series
First month of fiscal year

Add time seties for the last @ | v| | RV | [ Add ]

Custom Time Series

Label | From: 117 92005 | Tor [ ajespeooe | [ Add ]
Label Fraom To Delete

Remove Al

[ < Back ][ Mext = ][ Cancel ]
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Trending is another way of creating banner points in your report. A banner point is a column in a cross-
tabulation report that segments the data in the same way that a cross-tabulation question does.

Applying trending to cross-tabulation questions helps you analyze survey responses over a time period you
specify. These time periods appear as banner points in the report columns.

The following example displays the cross-tabulation report with trending:

B3 Microsoft Excel - CCxtabrpt &
(0] Fle Edt Wiew Insert Format  Jools Data  RoboPDF  Window Help Type aquestionforhelp = 2 @ X
1S A9 - | @ Inguisite Reports E i Arial - 10 - | r | = E i
- A Very Satisfied
[EEE| A [ B [ © ] T E F G H =
|35 Trend Analgsis Intervals How long ™
What types of inquiries
have you contacted us
for in the past? Please
36 | select all that apply. Totals Mar-06 Apr-06 Under 1 month 1- 2 months
[ - | 37| Otain corrent dalance 16 116 [] 25 25
[ £ 5eu 2t 0% 663 49
33
40 Increase credit fmie 1M il [] 23 7
4 2P 56% 203 0% 61 533
4
43| Decrease credit Mo 1 101 [ 20 30
) fir 5t 185 0% 53 5
|45
46 107 107 [ 20 7
T e ciandiess il o 19% 0% 532 57
4
43 115 115 [] 13 )
A Geher {8 o 21z iz 5z B
51
52 1 [ [ 2 g
[ ot Answeredf (& o, 2% 0% 5% 12z
|54 |
[=] 55 Totals [Respondents) 200 563 ] 38 51
56 1003 1003 0% 1002 1002
57
53 Mean 293 299 0.00 286 308
53 Median 300 300 0.00 300 300
&0 Standard Deviation 144 144 0.00 143 139
[l o
M 4 » W[y XTabReportl { OperMumericReportl f OpenTextRepartl 4 F|< >
Ready

To specify a common time series, enter the number of years, quarters, months, weeks or days in the Add
time series for the last box. Then select Years, Quarters, Months, Weeks, or Days from the dropdown
list. When you select Quarters or Years, select the First month of fiscal year. When finished, click Add.

To specify a custom time series, such as year-to-date or month-to-date or specified consecutive months,
enter a descriptive label (such as YTD) in the Label field, select From and To dates and click Add.
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In the following example, trending options are specified for the last two months:

Select trending options @ﬁ‘i

Select one or more time periods that will appear as banner points in the columns of the report, Up to
16 time periods may be selected

Carmmon Time Series
First month of fiscal year

Add time seties for the last E |M0nths v| | RV | [ Add ]

Custom Time Series

Label | From: [11f ojz00s v | tor [ ajesjeons v| [ add |

Label Fraom To Delete
311/2006 |3131j2006
April - 2006 4/1/2006 | 4fa0}2006

[ < Back ][ Mext = ][ Cancel ]

You can add multiple time series. To delete a time series, click the X in the Delete column for the time
series. To delete all of the time series, click Remove All. To change a label after you have added the time
series, select the text in the Label column, and type the desired label.

When finished, click Next.

11 If you are creating a cross-tabulation report, the Select cross-tabulation data and format options screen
is displayed. Use this screen to specify frequency distribution and statistical measurements to include in the
report. For cross-tabulation reports, you can also specify colors for columns, rows, headers and footers.

Inquisite Reports

Select cross-tabulation data and format options @ﬁ‘i

Frequency Distribution

Display:
Counts Percents []Top and battam | © | boxes
Percent option: Font color .

(%) Respondent () Response
Statistical Measurements
Mean Exclude answers with zero weights
Median
Standard deviation

Formatking Options

Select an option For color banding: Color 1 Color 2
i I I I
Column banding | =
e ) (o> ) (oo

Counts displays a count of how often a respondent chose the answer.

Percents displays what percentage of the total available answers the count represents.
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Percent option defines the denominator value (hnumber of respondents or number of responses) for
calculating percentages in frequency distribution reports. To display the percentage of respondents, click
Respondent; to display the percentage of responses, click Response. See also the glossary definition for
percent option.

Top and bottom boxes displays the count and percent for the specified number of top and bottom
responses to single-select questions.

This measure is relevant for scale questions. For example, you can use this measure to report on
satisfaction questions.

Consider this scenario: a survey includes a scale question that measures satisfaction with the responses—
Strongly Agree, Agree, Neutral, Disagree and Strongly Disagree. Because respondents are often less likely
to choose the top and bottom of a scale, reporting on the top two and bottom two answers to this question
may more accurately represent the survey results.

Specifying the number of top and bottom boxes will also shade the top ranked responses in the ranking
questions report.

Check Top and bottom and enter the desired number of top and bottom boxes. Typically, you will enter 2
for 5-point scale questions and 3 for 7-point scale questions.

Statistical Measurements include the following for weighted or scale questions. Note that even if your
survey questions were not created with weights applied to the responses, the Inquisite survey software
applies ordinal values to the responses.

= Mean reports the average, or the sum of all data divided by the number of data points.
= Median reports data point in the middle of the distribution.

= Standard deviation displays the average difference between the values of the data in the set, or how
spread out the values are.

= Exclude answers with zero weights is useful to be able to correctly describe the group of
respondents. Examples of zero-weight responses include N/A, Don’t Know or Undecided. Including
these responses when calculating statistical measurements can skew the survey results.

Note: For open numeric survey questions, the minimum, maximum, median, mode and mean are
automatically calculated and displayed on a separate Excel worksheet.

Formatting Options available for cross-tabulation reports include:
= Column banding specifies colors for alternating columns.
= Row banding specifies colors for alternating rows and for the report header and footer.

When finished, click Next and skip to step 14.
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12 If you deselected the cross-tabulation report option in step 9, the Select frequency and ranking data and
format options screen is displayed. Note that this screen includes all of the same options as the Select
cross-tabulation data and format options screen except for color banding.

Inquisite Reports

Select frequency and ranking data and format options @rﬂ\i

Frequency Distribution
Displary:
Counts Percents [[] Top and bottam [j baxes

Percent opkion: Font color . .
(%) Respondent () Respanse
Statistical Measurements
Mean Exclude answers with zero weights

Median
Standard deviation

< Back ] [ Mext = ] [ Cancel ]
For descriptions of the options in this screen, see the previous step. When finished, click Next and skip to
step 14.

13 If you selected only rank questions for your report, you will see the Select ranking report data and format
options screen. Use this screen to specify frequency distribution measurements to include in the report.

Inquisite Reports

Select ranking report data and format options @rﬂ\i
Frequency Distribution
Display:
Counts Percents [[]Top and bottam [j boxes
Font colar . :
e (s ) (oo ]

Note: Specifying the number of top and bottom boxes adds shading to the top ranked responses in the
ranking questions report.

For descriptions of the options in this screen, see step 11. When finished, click Next.
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14 The Select charting options for single-select and multi-select questions screen is displayed. Use this
screen to specify how charts are formatted for single-select and multi-select questions. To turn this charting
option off, deselect Include frequency distribution charts in your report workbook, click Next and skip
to step 16.

Inquisite Reports

Select charting options for single-select and multi-
select questions (Y]

Inchude frequency diskribution charts in your report workbook,
Sort Answers

(%) Original display order
() Ascending order
() Descending order

Chart Formatking

] Apply a custom chart template

[ < Back ][ Mext = H Cancel

Sort Answers include the following options for ordering the data:

= Original display order displays the question responses in the order in which the questions were
presented in the survey. For some scale questions, such as satisfaction scales (Satisfied to
Dissatisfied), consider using the original display order when you set up the chart.

= Ascending order displays the question responses in ascending order. This option may be useful to
read the results of multi-select questions.

= Descending order displays the question responses in descending order. This option may be useful to
read the results of multi-select questions.

Tip: To generate meaningful charts for multiple question types that require different display orders, consider
running the Reporting wizard separately for each question type.

To use a custom chart template for single-select and multi-select questions, check Apply a custom chart
template. If you do not want to use a custom chart template, click Next and skip to step 16.

When finished click Next.
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15 If you checked Apply a custom chart template, you will see the Select custom templates to apply to
your charts screen. Use this screen to apply a custom template to charts created for single-select and
multi-select questions. If you don’t select a Default Template, the Reporting wizard uses Excel’'s default
chart template.

To learn how to create a chart template (.xlt file) in Excel, see page 51.

Inquisite Reports

Select custom templates to apply to your charts @Q\I
Defaulk Template [[] show Previews
Default chart template Browse.. .

b

[[] Chart templates by questian type

Multi Select Browse. .,
Single Select Browse, .,
(o (oo ) (oo ]

To select a Default Template, select the template name from the Default chart template dropdown list.
If you don’t see your template in the dropdown list, click Browse to locate it.

To select a template for each question type, check Chart templates by question type. Then, select a
template name for one or both question types: Multi-Select and Single-Select. If you select a template for
only one question type, the Reporting wizard will use the Default Template for the other question type.

When finished, click Next.
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16

When the Reporting wizard has collected all of the instructions for creating the report, you are prompted to
continue. Click Finish.

Inquisite Reports

- - -
@inquisite
You hawve chosen to create a new report
wiorkbook.
Click Finish to continue
[ < Back ] [ Finish ] [ Cancel ]

The Reporting wizard creates the reports in a new Excel workbook. Depending on the number of responses
and answer types (open-ended text responses, for example) in the survey you selected, the Reporting
wizard may require a few minutes to complete. During this processing time, the instance of Excel will be
unavailable. To use Excel while the Reporting wizard is processing, launch Excel again to start another
instance.

Note: If you copy and paste live Inquisite data from one Excel spreadsheet to another, you will not be able to
refresh the workbook with updated Inquisite survey data.
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Refreshing an existing Excel report workbook
Before you refresh your report workbook, consider the following:

= Refreshing a report workbook with updated Inquisite survey data does not update survey questions in the
report workbook. That is, if you make changes to the survey after creating a new report workbook and then
refresh the report workbook, these changes will not be included in the refreshed report. If the survey
guestions change after you create the report workbook, consider creating a new report workbook.

= The refresh process does not save formatting changes to the text report. If you format a text reportin a
report workbook and then refresh the report workbook, the Reporting wizard overwrites the previously
formatted text report.

To refresh an existing Excel report workbook with updated Inquisite survey data, complete these steps:

1  Open the Excel report workbook that you want to update and click Inquisite Reports from the Excel toolbar.

2 From the Welcome to the Inquisite Reporting Plug-In screen, enter your e-mail address and password. If
your environment includes more than one Inquisite server, you will see the Server dropdown list. Select an
Inquisite server from the Server dropdown. When finished, click Log In.

3 The Choose areporting option screen is displayed.
Click Refresh my report workbook with the latest data from the server.
Choose a reporting option @@

What would you like to do?

() Create a new report workbook

Create an Excel workbook organized with a Table of Contents, Depending on which questions
wou select to include in your report workbook, the plug-in can generate the Following:

Multi-select and single-select questions: advanced cross-tabs andfor Frequency
distribution charts

-
® Rank questions: counts and percents
* (Jpen numetic questions: descriptive statistics
® Text and paragraph questions: a datashest containing open ended responses
(%) Refresh my report workbook with the latest data from the server
Requires an Inquisite workbook to be open in Excel

[] Redefine fiter parameters

() Import raw data from a survey into a new Excel workbook (no formatting options)

[ < Back ][ Mext = H Cancel ]

To change the filters that were applied to the previous report—including selecting a new date range and
filtering questions—check Redefine filter parameters.

If you do not want to change the filters from the previous report ensure that Redefine filter parameters is
unchecked.

When finished, click Next.
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4

The Select aworkbook to refresh screen is displayed.

Select a workbook to refresh @ﬁ\i

The following Inquisite report workbooks are available:

[ < Back ]L Mext = ][ Canicel ]

Select the report workbook you want to update from the dropdown list and click Next. If you do not see the

report workbook in the dropdown list, ensure it is opened in Excel.

If you did not check Redefine filter parameters in step 3, skip to step 6.

If you selected Redefine filter parameters, you are prompted to select filtering criteria.

Inquisite Reports
Select filtering criteria @ﬁ\i

Date Filkering

[ Filker responses by date

From: |11/ 5j2005 |
Respanse Fitering
Question: | v|
Response: | v” v|
[ Remove all | [ addrule |
Question Response

[ < Back ]L Mext = ][ Canicel ]

To select a date range from which to update the report, click Filter responses by date and select the From

and To dates.

If you set up response rules in the original report, you will see these in the Response Filtering box. You can

For more information about response rules, see page 20.

When finished, click Next.

delete one or more of the response rules or change the label. You can also add new response rules.
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6 You are prompted to continue with the refresh process. Click Finish.

Inquisite Reports

- - -
@inquisite
Y'ou hawve chosen to update the report data
in the following Warkbook: "sales.xls"
Click Finish to continue
[ < Back ] [ Finish ] [ Cancel ]

The Reporting wizard updates the existing Excel report workbook with new survey data from the Inquisite
server.
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Importing survey data into a new Excel report workbook

Note: Rank questions are not imported into an unformatted Excel report workbook.

To import survey data into a new Excel report workbook (without formatting the data), complete these steps:

1

2

Open Excel and click Inquisite Reports from the Excel toolbar.

From the Welcome to the Inquisite Reporting Plug-In screen, enter your

e-mail address and password. If your environment includes more than one Inquisite server, you will see the
Server dropdown list. Select an Inquisite server from the Server dropdown. When finished, click Log In.

The Choose a reporting option screen is displayed.

Click Import raw data from a survey into a new Excel workbook and then Next.

Inquisite Reports
Choose a reporting option @fai

What would you like to do?

() Create a new report workbook

Create an Excel workbook organized with a Table of Contents, Depending on which questions
wou select to include in your report workbook, the plug-in can generate the Following:

Multi-select and single-select questions: advanced cross-tabs andfor Frequency
distribution charts

-
® Rank questions: counts and percents
* (Jpen numetic questions: descriptive statistics
® Text and paragraph questions: a datashest containing open ended responses
(O Refresh my report workbook with the latest data from the server
Requires an Inquisite workbook to be open in Excel

Redefine filker parameters

(%) Import raw data from a survey into a new Excel workbook (no formatting options)

[ < Back ][ Mext = ][ Cancel ]

From the Select an Inquisite survey screen, select a survey from the dropdown list.

Inquisite Reports
Select an Inquisite survey @fai

Select an existing Inquisite survey to use for your import

Select the survey questions to include in your import
Preview Survey Select all | Mone

[] Shaw question tags

< Back ][ Mext = ][ Cancel
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5 Questions from survey are displayed.

Inquisite Reports
Select an Inquisite survey @ﬂ?i

Select an existing Inguisite survey to use for your report workbook

Select the survey questions to include in your report workbook

Preview Survey Select all | Mone
[C1[single] How long aga was your last inguiry with our company? ~ :

[CI{rank] wehich af the Following is your preferred method of contacting us? Rank 1-4 in consecuti,
[ [multi] ¥hat types of inquiries have you contacted us For in the past? Please select all that app
[C[single] Did the custamer service staff resalve your problem ta your satisfaction? |
[(1[single] How would you prefer to be contacted? T

# [][Table] Ability ta resolve in a single contact

[J[Table] Accuracy of information

[C][Table] Courtesy of those you spoke with

# [T1[Table] Genuine concern i

[] Shaw question tags

[ < Back ][ Mext = ][ Cancel ]

Select the survey questions to include in your report workbook. You can click All or select individual
questions. When finished, click Next.

6 The Select filtering options screen is displayed. Use this screen to define the entire data set for the Excel
report.

Select filtering options @ﬂ?i

Select one or more filtering options to define what your entire data set for the report
workbook will include

Response States
Include completed responses
[ Include incomplete respanses

[ Include abandoned respanses

Unanswered Questions

Exclude unanswered questions

Filtering Criteria

[C]Filker data by date range or response criteria

‘Wwhen checked, the Inquisite Reporting Wizard lets yvou specify the date range and/or response
criteria

[ < Back ][ Mext = ][ Canicel ]

For more information about the settings in this screen, see the description on page 19.

If you do not want to filter by date or response, ensure that Filter by date range or response criteria is
unchecked. Click Next and skip to step 8.

When finished, click Next.

34 Inquisite Reporting Plug-In



7  If you checked Filter by date range or response criteria, the Select filtering criteria screen is displayed.

Inquisite Reports
Select filtering criteria %(5\!

Date Filkering

[ Filker responses by date From: |11}

Response Filkering

CQueskion: |

Response: | P | |

[ Remove Al ] [ Add Rule ]

Cuestion Response

[ < Back ]L Mext = ][ Canicel ]

For more information about the settings in this screen, see the description on page 20.

When finished, click Next.

8 When the Reporting wizard has collected all of the instructions for importing the data, you are prompted to
continue with the import process. To create the new Excel report, click Finish.

Inquisite Reports

- - -
@inquisite
You hawve chosen to download your raw
survey data fram the server,
b & Click Finish to continue
| 4
f.\.
[ < Back ] L Finish ] [ Canicel ]
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Creating a new presentation in PowerPoint

To create a new PowerPoint presentation with one or more Inquisite survey data charts (for single-select and
multi-select questions), complete these steps:

1 Open PowerPoint and click Inquisite Reports from the PowerPoint toolbar.

B2 Microsoft PowerPoint - [Presentation1]
:E&fj E]}e Edit Wiew Insert Format Tooks  Slide Show

: Arial

,

g%

Click to add title

Click to add subtitle

Click to add notes
| =
{ raw - [ ]| Autoshapes ~ N\ % L1 O A é‘.??u 8l & O - M' =

Slide 1 of 1 Default Design

2 The Welcome to the Inquisite Reporting Plug-In screen is displayed.

Inquisite Reports

Welcome to the Inquisite Reporting Plug-In %(i\i

Log in to access Inquisite Reports

E-Mail:

Password: |************ |

Server: | preview, inquisiteasp, com ™ |

Save Passward

[, Log In ][ Canicel ]

Enter your e-mail address and password.

Depending on your environment, you may see multiple Inquisite servers in the Server dropdown list. Select
the appropriate server. If your environment includes only one Inquisite server, you will not see the Server
dropdown list.

When you have provided all of the correct login information, click Log In. This action initiates a session with
the Inquisite server.
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3

4

You are prompted to choose a reporting option.

Inquisite Reports

Choose a reporting option @(3,

What would you like to do?

(%) Create a new presentation
Select this option to create a new presentation containing frequency distribution charts From
an Inquisite survey.

() Add charts to an existing presentation.
Select this option to add more Inquisite charts to an existing presentation. The charts can
b From the same survey or an entirely different survey.

() Refresh the charts in the currently active presentation
Select this option to refresh the existing charts with the latest data from the Inquisite
SErver,

[ < Back ][ Mext = ][ Cancel ]

Click Create a new presentation (if it's not already selected) and then Next.

The Select an Inquisite survey screen is displayed. Select a survey from the dropdown list.

Inquisite Reports

Select an Inquisite survey @@i

Select an existing Inquisite survey to use for your presentation

Select the survey questions to include in your presentation

Preview Survey Select all [/ Mone

[[] show question tags

< Back ][ Mext = ][ Cancel
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5 Single-select and multi-select survey questions from the survey are displayed. Select the survey questions
to include in your PowerPoint presentation. You can click All or select individual questions.

Inquisite Reports
Select an Inquisite survey @fai

Select an existing Inquisite survey to use for your presentation

Select the survey questions to include in your presentation

Preview Survey Select all | Mone

[C1{mulki] What bypes of inquiries have you contacted us For in the past? Please select all that app
[[1[single] Did the custamer service staff resolve your prablem ko your satisfaction?
[C[single] How would you prefer to be contacted?
# [][Table] Ability ta resolve in a single contact
[C][Table] Accuracy of infarmation
[][Table] Courtesy of those you spoke with
# [][Table] Genuine concern |
[ 1lsingle] Based on vour experience, do vou expect to; |
8 | & |
[] Shaw question tags

[ < Back ][ Mext = ][ Cancel ]

[C1[single] How long aga was your last inguiry with our company? Al

To see the entire survey (including any rank, numeric and text questions), click the Preview Survey link
above the questions. If your survey uses question tags and you want to see these displayed next to the
questions in this screen, click Show question tags.

Any questions that were deleted from the survey after the survey was published and activated are displayed
in the list with gray shading and noted with [deleted] before the question.

When you have selected all of the questions you want to include in the PowerPoint presentation, click Next.

6 The Select filtering options screen is displayed. Use this screen to define the entire data set for the
PowerPoint presentation.

Select filtering options @rﬂ\i

Select one or more filtering options to define what your entire data set for the
presentation will include

Response States
Include completed responses
[] Include incamplete responses

[] Include abandoned respanses

Unanswered Questions

Exclude unanswered questions

Filtering Criteria

[] Filter data by date range or response criteria

‘Wwhen checked, the Inquisite Reporting Wizard lets yvou specify the date range and/or response
criteria

[ < Back ][ Mext = ][ Cancel ]

Response States refers to the state of the entire survey and includes these options:
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= Include completed responses specifies surveys that have been submitted.

= Include incomplete responses specifies in-progress surveys that have been saved but have not been
submitted.

= Include abandoned responses specifies in-progress surveys that have timed out and not been
submitted. See also the glossary entry for abandoned response.

Unanswered Questions included in your data set may skew the survey results. For example, if your pool of
respondents totals 10 and three respondents give the same answer but one person does not answer the
question, the result for that answer should be 33% (3/9), not 30% (3/10). To exclude unanswered questions
from the report, ensure that Exclude unanswered questions is checked.

Filtering Criteria lets you specify additional filters. To filter by dates or responses, click Filter by date
range or response criteria and then Next.

If you do not want to filter by date or response, ensure that Filter by date range or response criteria is
unchecked. Click Next and skip to step 8.

If you checked Filter by date range or response criteria, the Select filtering criteria screen is displayed.

Select filtering criteria %{C\i

Date Filkering

[ Filter responses by date Erbns

Response Filkering

Question: | v|
Response: | w || v |
[ Remove Al J [ Add Rule ]

Cuestion Response

[ < Back ][ Mext = ][ Cancel ]

Date Filtering restricts the survey data collected by a date range you specify. To select a date range from
which to build the report, click Filter responses by date and select the From and To dates.

Response Filtering also narrows the scope of the report. For example, you can filter on demographic
questions to answer a request, such as: “Show only the responses of people in Department XYZ.” Use rules
to accomplish this.

Question displays a list of all the questions in your survey. Select the question for which you want to add a
filtering rule. For example, to see only the response from people in Department XYZ, select the question in
which respondents indicated their department.

Response displays an operator (such as is equal to or is not equal to) in the first dropdown list. The
second box displays options appropriate to the question type. For single-select and multi-select questions,
this box displays the available answers to the question. For text and numeric questions, the box is blank for
you to enter the desired value.
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Use the Question and Response fields in combination to build a new rule. Consider an example to meet
the following criterion: show only the answers from respondents who, when asked Employee Status, their
answer was equal to hourly. In the Question dropdown list, select Employee Status. In the first Response
dropdown list, select is equal to. In the second Response dropdown list, select hourly.

Clicking Add Rule adds the filter rule you constructed with the Question and Response fields.

To narrow the scope of the report further, create two or more filter rules. With two (or more) filter rules
specified, the Reporting wizard uses the Boolean AND and OR operators to define the survey data that is
returned to the report.

If you construct two rules for two separate questions, the Reporting wizard uses the Boolean AND operator
to return survey data that fulfills both of the requests. That is, only the answers that fulfill both of the rules
are returned to the report.

If you construct two or more rules for the same question, the Reporting wizard uses the Boolean OR
operator to return survey data that fulfills either of the requests.

In the following example, three rules are added, two rules for the same question (How long ago was your
last inquiry with the company?) and one rule for a separate question (Based on your experience, do
you expect to increase use?). With these filters set, the Reporting wizard will return responses from the
following respondents:

= Respondents who made an inquiry less than a month ago and who intend to increase their use.

= Respondents who made an inquiry one to two months ago and who intend to increase their use.
Select filtering criteria %

Date Filkering

[ Filter responses by date

Frarmn: i 1) 92005 | Ta: 425 2008 |
Response Filkering
Question: i[single] Based on your experience, do you expect to: +|
Response: !is equal ko - iiIncrease use » |
Remove Al ] [ Add Rule ]
Cuestion Response
[single] How long aga M is equal ko | Under 1 manth b
[single] How long ago was ... |is equal to 1 0 2 months X
[single] Based on vour exp... |is equal ta | Increase use X

[ < Back ][ Mext = ][ Cancel

When you are finished constructing the report filters, click Next.
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8 The Select charting options for single-select and multi-select questions screen is displayed. Use this
screen to specify how charts are formatted for single-select and multi-select questions.

Inquisite Reports

Select charting options for single-select and multi-
select questions ~ Y

Sort Answers

() Original display order
() Ascending arder
() Descending order

Chart Formatking

[] &pply custom chart ar slide templates

[ < Back ][ Mext = H Cancel

Sort Answers include the following options for ordering the data:

= Original display order displays the question responses in the order in which the questions were
presented in the survey. For some scale questions, such as satisfaction scales (Satisfied to
Dissatisfied), consider using the original display order when you set up the chart.

= Ascending order displays the question responses in ascending order. This option may be useful to
read the results of multi-select questions.

= Descending order displays the question responses in descending order. This option may be useful to
read the results of multi-select questions.

Tip: To generate meaningful charts for multiple question types that require different display orders, consider
running the Reporting wizard separately for each question type.

To use a custom chart or slide template for single-select and multi-select questions, check Apply custom
chart or slide templates. If you do not want to use a custom chart or slide template, click Next and skip to
step 10.

When finished, click Next.
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9 If you checked Apply custom chart or slide templates, you will see the Select custom templates to
apply to your charts screen. Use this screen to apply a custom template—yours or any template from
PowerPoint—to slides and to charts created for single-select and multi-select questions. If you don’t select a
Default Template for slides or charts, the Reporting wizard uses PowerPoint’s default slide and chart

templates.

To learn how to create a master slide template (.pot file) in PowerPoint, see page 51.

Inquisite Reports

Select custom templates to apply to your charts
Defaulk Template [[] show Previews
Slide Template Browse, .,
|Balance. pot “w
Default chart template Browse. ..

e

[[] Chart templates by questian type

Multi Select Browse. .,
Single Select Browse, .,
(o (oo ) (oo ]

To select a Default Template for slides, select the template name from the Slide template dropdown list.
Note: If you don’t see your template in a dropdown list, click Browse to locate it.

To select a Default Template for charts, select the template name from the Default chart template
dropdown list.

To select a template for each question type, check Chart templates by question type. Then, select a
template name for one or both question types: Multi-Select and Single-Select. If you select a template for
only one question type, the Reporting wizard will use the Default chart template for the other question type.

When finished, click Next.
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10 When the Reporting wizard has collected all of the instructions for creating the presentation, you are
prompted to continue. Click Finish.

Inquisite Reports

- - -
@inquisite
You hawve chosen to create a new
presentation using the selected reparting
parameters.
Click Finish to continue
[ < Back ] [ Finish ] [ Cancel

The Reporting wizard creates the new PowerPoint presentation.

Note: If you copy and paste live Inquisite data from one PowerPoint presentation to another, you will not be
able to refresh the presentation with updated Inquisite survey data.
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Adding charts to an existing PowerPoint presentation

Tip: To quickly apply formatting to a new unformatted slide in PowerPoint, cut and paste the slide so that it is
positioned after a formatted slide. This technique may be useful if you create slides (agenda or background, for
example) before adding the survey data charts. After you add the formatted charts with the Reporting wizard,
move the unformatted slide to a position after the formatted slides. The formatting is applied to the moved slides.
Then, order all of the slides as desired.

To add charts to an existing PowerPoint presentation, complete these steps:

1  Open the PowerPoint presentation to update and click Inquisite Reports from the PowerPoint toolbar.

2 From the Welcome to the Inquisite Reporting Plug-In screen, enter your
e-mail address and password. If your environment includes more than one Inquisite server, you will see the
Server dropdown list. Select an Inquisite server from the Server dropdown. When finished, click Log In.

3 You are prompted to choose a reporting option.
Click Add charts to an existing presentation and then Next.
Choose a reporting option

What would you like to do?

() Create a new presentation
Select this option to create a new presentation containing frequency distribution charts From
an Inquisite survey.

() Add charts to an existing presentation.
Select this option to add more Inquisite charts to an existing presentation. The charts can
b From the same survey or an entirely different survey.

() Refresh the charts in the currently active presentation

Select this option to refresh the existing charts with the latest data from the Inquisite
SErver,

< Back ][ Mext = ][ Cancel
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4

5

The Select an Inquisite survey screen is displayed.

Inquisite Reports
Select an Inquisite survey @(3\3

Select an existing Inquisite survey to use for your presentation

W

Select the survey questions to include in your presentation
Preview Survey Select all | Mone

[] Shaw question tags

[ < Back ][ Mext = ][ Cancel

Select the Inquisite survey to use from the dropdown list.

Questions from survey are displayed. Select the survey questions to include in your presentation.

Inquisite Reports
Select an Inquisite survey @(ﬂ\i

Select an existing Inquisite survey to use for your presentation

Select the survey questions to include in your presentation

Preview Survey Select Al [/ Mone
[C[single] How lang ago was your last inguiry with our company? ~

[ [multi] ¥hat types of inquiries have you contacted us For in the past? Please select all that app F
[C[single] Did the custamer service staff resalve your problem ta your satisfaction?

[(1[single] How would you prefer to be contacted?

[C1[Table] Ability to resolve in a single contact

[C][Table] Accuracy of infarmation

[C][Table] Courtesy of those you spoke with =
[C][Table] Genuine concern

[T1lsinale] Based on vour experience, do vou expect to: ]

HEEB

-
E%

[] show question tags

[ < Back ][ Mext = ][ Cancel ]

You can click All or select individual questions. When finished, click Next.
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6 The Select filtering options screen is displayed. Use this screen to define the entire data set for the
PowerPoint presentation.

Select filtering options %ﬁ\i

Select one or more filtering options to define what your entire data set for the
presentation will include

Response States
Include completed responses
[ Include incomplete respanses

[ Include abandoned respanses

Unanswered Questions

Exclude unanswered questions

Filtering Criteria

Filter data by date range or response criteria

‘Wwhen checked, the Inquisite Reporting Wizard lets yvou specify the date range and/or response
criteria

[ < Back ][ Mext = ][ Cancel

For information about the options on this screen, see page 38.
To filter by dates or responses, click Filter by date range or response criteria and then Next.

If you do not want to filter by date or response, ensure that Filter by date range or response criteria is
unchecked. Click Next and skip to step 8.

7  If you checked Filter by date range or response criteria, the Select filtering criteria screen is displayed.
Use this screen to create report queries.

Inquisite Reports
Select filtering criteria %ﬁ\i

Date Filkering

[ Filker responses by date

From: |
Response Filtering
Question: | v|
Respanse: | || v
[ Remove all | [ addrule |
Cuestion Response

[ < Back ][ Mext = ][ Cancel

For information about the options on this screen, see page 39.

When you are finished constructing the report filters, click Next.
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The Select charting options for single-select and multi-select questions screen is displayed. Use this
screen to specify how charts are formatted for single-select and multi-select questions.

Inquisite Reports

Select charting options for single-select and multi- @f\
select questions @)

Sort Answers

() Original display order
() Ascending arder
() Descending order

Chart Formatking

[] &pply custom chart ar slide templates

[ < Back ][ Mext = ][ Cancel

For information about the options on this screen, see page 41.

To use a custom chart or slide template for single-select and multi-select questions, check Apply custom
chart or slide templates. If you do not want to apply a custom chart template, click Next and skip to step
10.

When finished click Next.

If you checked Apply custom chart or slide templates, you will see the Select custom templates to
apply to your charts screen. Use this screen to apply a custom template—yours or any template from
PowerPoint—to slides and to charts created for single-select and multi-select questions. If you don’t select a
Default Template for slides or charts, the Reporting wizard uses PowerPoint’s default slide and chart
template.

Inquisite Reports

Select custom templates to apply to your charts @fai
Defaulk Template [[] show Previews
Browse.. .
9
Default chart template Browse. ..
1 A

[[] Chart templates by questian type

Multi Select Browse. .,
Single Select Browse, .,
< Back ] [ Mext = ] [ Cancel
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For information about the options on this screen, see page 42.
When finished, click Next.

10 When the Reporting wizard has collected all of the instructions for creating the presentation, you are
prompted to continue. Click Finish.

Inquisite Reports

- - -
@inquisite
Y'ou hawve chosen to import additional data.
(slides) into the current presentation using
the selected reporting parameters.
Click Finish to continue
[ < Back ] [ Finish ] [ Cancel ]

The Reporting wizard adds the new charts to the existing PowerPoint presentation.

Note: If you copy and paste live Inquisite data from one PowerPoint presentation to another, you will not be
able to refresh the presentation with updated Inquisite survey data.
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Updating a PowerPoint presentation with new survey data

Note: Refreshing a presentation with updated Inquisite survey data does not update survey questions in the
presentation. That is, if you make changes to the survey after creating a new presentation and then refresh the
presentation, these changes will not be included in the refreshed presentation. If the survey questions change
after you create the presentation, consider creating a new presentation.

To refresh an existing PowerPoint presentation with updated Inquisite survey data, complete these steps:

1  Open the PowerPoint presentation to update and click Inquisite Reports from the PowerPoint toolbar.

2 From the Welcome to the Inquisite Reporting Plug-In screen, enter your
e-mail address and password. If your environment includes more than one Inquisite server, you will see the
Server dropdown list. Select an Inquisite server from the Server dropdown. When finished, click Log In.

3 You are prompted to choose a reporting option.

Click Refresh the charts in the currently active presentation and then Next.

Choose a reporting option ||

What would you like to do?

() Create a new presentation

Select this option to create a new presentation containing frequency distribution charts From
an Inquisite survey.

() Add charts to an existing presentation.
Select this option to add more Inquisite charts to an existing presentation. The charts can
b From the same survey or an entirely different survey.

() Refresh the charts in the currently active presentation

Select this option to refresh the existing charts with the latest data from the Inquisite
SErver,

< Back ][ Mext = ][ Cancel
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4  The Select filtering criteria screen is displayed. Use this screen to create report queries.

Inquisite Reports
Select filtering criteria @(5\

Date Filkering

[ Filker responses by date Fram: [11) ¢

Response Filkering

CQueskion: | w |

Response: | P | | b |

[ Remove Al ] [ Add Rule ]

Cuestion Response

[ < Back ]L Mext = ][ Canicel

For information about the options on this screen, see page 39.
When you are finished constructing the report filters, click Next.

5 When the Reporting wizard has collected all of the instructions for updating the presentation, you are
prompted to continue. Click Finish.

Inquisite Reports

- - -
@inquisite
Y'ou hawve chosen to refresh the datain
current presentation. The existing
presentation data will be overawritten.
A &5 Click Finish to continue
4
[ < Back ] L Finish ] [ Canicel ]

Note: If you copy and paste live Inquisite data from one PowerPoint presentation to another, you will not be
able to refresh the presentation with updated Inquisite survey data.
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Using custom templates in Excel and PowerPoint

With the Reporting wizard, you can assign your own templates to create charts for multi-select and single-select
guestions.

Note: To access custom templates each time you use the Reporting Plug-In (without using Browse), save them
to this directory: C:\Documents and Settings\username\Application Data\Microsoft\Templates. If a template
is stored in a different location, you must use Browse to locate it.

To learn more about creating Excel and PowerPoint templates, visit the following site. You will also find Excel
templates to download at this site:

http://www.inquisite.com/Downloads/ExcelTemplates InquisiteReportingPlugin.zip

Tip: If you want your charts to display percentages, ensure that you create the chart template with percentages.
Otherwise, the values will be displayed as numbers. For example: .5 instead of 50%.

Tip: To accommodate long survey questions, ensure that you allow enough space in the template title area.
Place the plot area near the bottom of the chart.

Creating a chart template (.xlt file) in Excel

To create an .xlt file to use for Excel charts, complete these steps:

1 Open Excel.

2 Using dummy data, create an Excel chart by selecting Insert>Chart.

3 Adjust the chart type and/or formatting to create a preferred appearance.
4  Highlight the chart and select File>Save As.

5 Inthe Save as Type dropdown box, select Template (*.xlt). By default, Excel saves the template in the
Documents and Settings\Microsoft\Templates directory.

Creating a master slide template (.pot file) in PowerPoint

To create a .pot file to use for PowerPoint slides and charts, complete these steps:

1 Open PowerPoint.

2 To create a master slide, select View>Master Slide.

3 Adjust the slide formatting to create a preferred appearance.
4  Select File>Save As.

5 Inthe Save as Type dropdown box, select Template (*.pot). By default, PowerPoint saves the template in
the Documents and Settings\Microsoft\Templates directory.

Applying a custom template

You can use your own custom template or any of Microsoft's templates for Excel or PowerPoint. To use a
custom template for an Excel or PowerPoint chart, complete these steps:

1  Create a report with the Reporting wizard.

2 Inthe Select charting options for single-select and multi-select questions screen, check Apply a
custom chart template (for Excel). In PowerPoint, check Apply custom chart or slide templates.

The Select custom templates to apply to your charts screen is displayed.
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3 To apply a template to the Excel worksheet or PowerPoint presentation, select the template name from the
Default chart template (or Slide template in PowerPoint) dropdown list. If nothing is selected in this list,
the Reporting wizard uses Excel’s (or PowerPoint’s) default template to create the chart.

Click Browse to locate the template, if you don’t see it in the dropdown list.

4  To apply a chart template by question type (multi-select or single-select), check the Chart templates by
guestion type box and then the template name from the Multi-Select and Single-Select dropdown lists.

Click Browse to locate the template, if you don’t see it in the dropdown list.
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Troubleshooting

Use this section as a guide to troubleshooting unexpected issues with the Reporting Plug-In. If you are unable to
resolve the issue with the information presented here, contact Inquisite technical support at:

support@ingquisite.com

512.328.2943

Error log

The Reporting Plug-In logs errors to the ReportingPlugin.txt file, located in the Reporting Plug-In installation
folder (specified at install time). Check this log when you perform troubleshooting. If you contact Inquisite
technical support, forward this log file to them.

Installation issues

Do you have the appropriate privileges to install software on your workstation?

In some corporate environments, many users are not granted sufficient privileges on their workstations to install
software. If this is the case, you may see errors similar to File access not allowed. To overcome this restriction,
you may require assistance from your organization’s IT staff.

Do you have internet connectivity?

If you do not have the Microsoft .NET framework or certain Microsoft components already installed on your
workstation, the Plug-In installer will make an attempt to download components from Microsoft's web site in the
initial installation phase. This process requires a connection to the internet.

Using the Plug-In

The Plug-In button doesn’t appear on the Excel or PowerPoint toolbar.

=  From the Excel or PowerPoint menu bar, select Help>About>Disabled Items. If the Inquisite Plug-In is in
this list, select it and click Enable. Then, restart Excel or PowerPoint and check if the button is displayed on
the toolbar.

= To check if the Reporting Plug-In has been added, follow these steps:

1 From the Excel or PowerPoint menu bar, select Tools>Customize.
2  Click the Commands tab.
3 Inthe Categories box, select Tools.

4  From the Commands box, click and drag COM Add-Ins to the Excel or PowerPoint toolbar. This adds
a new COM Add-Ins button to the toolbar. You will use this button to check if the Reporting Plug-In
functionality has been added to Excel or PowerPoint.

5 From the Customize dialog box, click Close.
6 From the Excel or PowerPoint toolbar, click COM Add-Ins to display the COM Add-Ins dialog box.

7  Check if ReportingAddIn is in the list and checked. Look for errors at the bottom of this window. If you
see errors, contact Inquisite technical support.
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| see an error when clicking Inquisite Reports from the Excel or PowerPoint toolbar.

Do you have any server configurations set up?

If the Builder is installed on your workstation, open the Builder and select Tools>Configure Servers. You
should see at least one server configuration in the list.

If the Builder is not installed, browse to the installation directory for the Reporting Plug-In. The default
directory is C:\Program Files\Inquisite75. Double-click ConfigServers. You should see at least one server
configuration in the list.

Internet issues

Do you have internet connectivity?

Try opening a browser to verify the internet connection.

Does your network use proxy servers for internet access?

Check with your IT staff. If proxy servers are used on your network, and the server you are trying to access is set
up to use a proxy server, ensure that the Proxy Configuration setting is correct.

To check a server’s proxy configuration, do the following:

1

Open the Builder.

Select Tools>Configure Servers.

From the Configure Servers dialog box, select the server.
Click Edit.

Select the Proxy Configuration tab.

The setting entered for the Builder will also be used by the Reporting Plug-In.
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Glossary

Abandoned response
An incomplete response that is not resumed within a specified time period.

When survey respondents initially click a link to begin a survey, they generate a survey session on the
Inquisite server that retains all of their responses to the survey. These sessions can remain active on the
server indefinitely as long as a respondent is actively entering responses or navigating through the survey.
When a respondent has an active survey session, that respondent is considered to be in-progress.
However, if a respondent abandons a survey or has a period of extended inactivity, then the session on the
server will time out. When this occurs, the respondent will be unable to resume the previous session and
must start a new session and reenter all survey data.

The time-out threshold for periods of respondent inactivity is set with the survey administration tool

(Response Management: Advanced Settings). The default setting for number of days to retain in-
progress sessions that have not been saved is seven days. The default setting for number of days to retain
in-progress sessions that have been saved is 30 days.

See also Incomplete response.
Banner point

A column in a cross-tabulation report that segments survey data.
Cross-tabulation report

Summarizes the relationship between questions. The report pivots one question horizontally (the “column”
guestion) against one or more questions vertically (the “row” questions). Use a cross-tabulation report to

show the joint distribution of two or more questions at the same time. The questions you select as cross-tabs

will segment your survey data in the Excel cross-tabulation report. Valid question types for cross-tabulation
reports are single-select and multi-select questions. To add more dimensions to a cross-tabulation report,
you can build in filters on date and responses.

Frequency distribution report

Summary that provides a count of how often a respondent chose each available answer and what
percentage of the total available answers the count represents.

Hidden question

A question that is not visible to the respondent. Hiding a question is useful with demographic questions in
which you already know the answer for a respondent. Hidden questions are still available for reporting. For
example, you might include an employee's current department code by prepopulating the field instead of
requesting information you already have from the respondent.

Incomplete (partial or in-progress) response

A survey respondent starts a survey but does not complete the survey by clicking Finish. The following
scenarios can create an incomplete response:

=  The respondent clicks the survey URL without the intention of completing the survey and then closes
their browser.

=  The respondent starts the survey and saves with the intention of resuming later.

=  The respondent completes the survey and reaches the last page but closes their browser instead of
clicking Finish.

See also Abandoned response.
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Memo (paragraph) question

Text question that may be prepopulated with information: city, state, or salary, for example. The information
may be hidden in the survey but may be visible in the wizard. These responses can be fed into other CRM
applications.

Multi-select question

Questions that allow multiple responses. Multi-select questions can be formatted as checkboxes or
dropdown lists.

Numeric question

Text question that is validated to accept only numbers.
Partial response. See Incomplete response.
Percent option

Lets you choose to calculate a percentage of the total number of responses or total number of respondents.
This option, available in the Select cross-tabulation data and format options screen, defines the
denominator value for calculating percentages in frequency distribution reports.

Consider the following example of a survey question with 70 respondents. Forty respondents selected blue;
10 respondents selected red; and 20 respondents selected both blue and red.

Selecting Respondent creates a report based on the percentage of respondents for each color. Blue has a
count of 60 and 85% (60/70). Red has a count of 30 and 42% (30/70).

Selecting Response creates a report based on the percentage of responses for each color. Blue has a
count of 60 and 66.3% (60/90). Red has a count of 30 and 33.3% (30/90).

Question tag

Field that attaches a unique identifier to a question. A question tag must be 16 alphanumeric characters or
fewer.

Rank question

Lets respondents indicate a preference for or rank available choices. A rank of 1 is the most preferred of
available choices. Each choice has a button next to it. Respondents click the button to rank the choice from
1 to n, where n is the number of choices.

Report workbook

Excel file that includes multiple reports, each on a separate Excel worksheet. The Reporting wizard creates
a table of contents at the front of each report workbook that links to the individual worksheets.

Response states
Defines the status of a respondent’s survey. Response states include complete, incomplete and abandoned.

Single-select question

Question that allows one response. Single-select questions can be formatted as radio buttons, dropdown
lists or checkboxes.

Table question

Displays two or more related questions in a grid layout. Format a question in a table if the question contains
two or more scale answers, such as rating and importance.
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Text question

An edit field restricts the number of characters to 255 or fewer and is typically used to collect demographic
information such as name and address. A memo field restricts the number of characters to 32,000 or fewer
characters and is used when you are collecting more extensive information that will not fit into an edit field.

Top and bottom boxes

Displays the count and percent of the specified number of top and bottom responses to single-select
questions.

This measure is relevant for scale questions. For example, you can use this measure to report on
satisfaction questions as follows: a survey may include a scale question that measures satisfaction with the
responses—Strongly Agree, Agree, Neutral, Disagree and Strongly Disagree. Because respondents are
often less likely to choose the top and bottom of a scale, reporting on the top two and bottom two answers to
this question may more accurately represent the survey results.

Specifying the number of top and bottom boxes will also shade the top ranked responses in the ranking
questions report.

Trending

Creates banner points in your report. A banner point is a column in a cross-tabulation report that segments
the data in the same way that a cross-tabulation question does. Applying trending to cross-tabulation
guestions helps you to analyze survey responses over time.

Unanswered questions

Unanswered questions included in your data set may skew the survey results. For example, if your pool of
respondents totals 10 and three respondents give the same answer but one person does not answer the
question, the result for that answer should be 33% (3/9), not 30% (3/10).

Workbook. See Report workbook.
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.NET requirements, 9

A

abandoned responses, 19

AND operator, 20

Apply a custom chart template checkbox, 27
ascending order, 27

B

banner points, 23
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C

charts
applying custom templates, 28
creating custom templates, 51
formatting, 27
column banding, 25
COM Add-Ins button, 53
completed responses, 19
counts, 14, 24
cross-tabulation reports
column and row banding, 25
data and format options, 24
example, 22, 23
introduction, 14
selecting questions, 21
custom chart templates, 14, 28

D

descending order, 27
disabled items, 53
display order, 14, 27

E

errors, logging, 53
Excel

creating a new report workbook, 16

creating custom chart templates, 51

importing raw data into a new report workbook,

33

refreshing an existing report workbook, 30
Exclude answers with zero weights checkbox, 25
Exclude unanswered questions checkbox, 19

F

features, 7, 14
filters
date range or response criteria, 20

list of, 14

options, 19

resetting when updating a report workbook, 30,
31

incomplete responses, 19
Inquisite

servers, 16

support, v

web site, 7
installing the Plug-In, 10

J

joint distribution. See cross-tabulation reports

L

logging in, 16
logs, errors, 53

M

maximum, 14
mean, 14, 25
median, 14, 25
Microsoft Office tools, supported, 9
minimum, 14
multi-select questions
charting, 27
report output, 14

N

numeric questions, 14

(0]

Office tools, supported, 9
operating system requirements, 9
OR operator, 20

original display order, 27

P

percent option, 25
percents, 14, 24
PowerPoint
adding charts to an existing presentation, 44
creating a new presentation, 36
creating master slide templates, 51
refreshing an existing presentation, 49
presentation
adding charts, 44
creating, 36
refreshing, 49
Preview Survey link, 18, 38
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privileges for installing, 53
proxy servers, 54

Q

guestion tags, showing, 18, 38
question types

multi-select, 14

numeric, 14

rank, 14

single-select, 14

text, 15

R

rank questions, 14
report workbook
creating, 16
importing raw survey data, 33
refreshing, 30
ReportingAddin, 53
ReportingPlugin.txt file, 53
requirements, system, 9
response filtering, 20
response states, 19
row banding, 25
rules
adding with Question and Response fields, 20

S

scale questions, 14

servers
configured for Inquisite, 54
proxy, 54
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single-select questions

charting, 27

report output, 14
sort order for charts, 27
standard deviation, 14, 25
statistical measurements, 14, 25
support, v
supported tools, 9
system requirements, 9

T

templates

custom, 14, 51

for charts, 28

for slides, 42
text questions, 15
time series in trending, 23
top and bottom boxes, 14, 25
trending

definition, 14

selecting options, 23

U

unanswered questions, 19

updating
data in a PowerPoint presentation, 49
data in report workbook, 30

wW

web site, 7
workbook. See report workbook
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